Transfer of Locked Funds

The purpose of this transfer process is in the event that when a credit card payment or a check
payment is made and the money was credited toward the wrong order account. Instead of
waiting the normal 45 days for a credit card payment or the 21 days for the check payment
before transferring money, this will allow you to transfer the money to the correct order account
the day after the payment was made. The journal will need to be closed out before you can
transfer the money. (NOTE: Money can only be moved once a day. For instance: if you
receive money then you cannot transfer on that day, if you transfer money then it cannot
be suspended until the following day)

Click on the Acctg applet, Transfers, Order Accounts.
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You would then click on the button “Transfer Locked Receipts” This will load the payment
information.
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Under the “Transfer From” section you will need to click on the box next to the transaction that
you want to transfer. CARE will automatically fill in the receipt amount and will not allow you
to change it to make sure the full receipt amount is transferred. In the “Transfer To” section you
will need to check the boxes that you are transferring the money to and enter the amounts. Make
sure you enter a Modification Note explaining why you are transferring the money.
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